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1. ABBREVIATIONS

. AAO - Area Administrative Office(r)
. AC - Accounting Code

. FMD - Financial Management Division
. NFC - National Finance Center

. OTT - Office of Technology Transfer
. PTO - Patent and Trademark Office

. RS#4 - Reporting Section #4

2. FORMS

. AD-700 - Requisition for Supplies, Equipment, or Services

. PTO-140 - Deposit Account Order Form

. PTO-142 - Monthly Statement of Deposit Account

. PTOL-113 - Information and Rules Regarding Deposit Accounts

3. AUTHORITY

Title 35, U.S.C. Section 410

4. POLICY

It is ARS policy to establish and use the Patent and Trademark Office deposit
accounts to make required advance payments for fees and charges to cover the
costs of services or items requested by ARS officials.

5. RESPONSIBILITIES

Director, FMD, will provide guidance for the use of the deposit accounts.
AAOQ's and Patent Advisers, OTT will administer the deposit accounts in

accordance with the procedures contained in Section 7 and Exhibit 2, PTO
Information and Rules Regarding Deposit Accounts.

6. BACKGROUND



Seven separate deposit accounts are established with the PTO, U.S. Department
of Commerce, for ARS use. The Beltsville and North Atlantic Areas share an
account. The Midwest and Northern Plains Areas also share a deposit account.
Headquarters, South Atlantic, Southern Plains, Mid South, and Pacific West Areas
have a separate deposit account. Deposit accounts are used to purchase items
and services from the PTO (e.g., basic Patent filing fee, notice of appeal, briefs,
surcharges, etc.).

7. PROCEDURE - PAYMENT BY DEPOSIT ACCOUNT

AAQ's, Patent Advisers, OTT

. Submit requests to RS#4-NFC to establish, disestablish or modify deposit
account balances with PTO.

. Maintain and distribute PTO-140"s to users.
Users

. Obtain PTO-140 from AAOQO, or Patent Advisors, OTT, (or submit AD-700 to
appropriate procurement office if that is local policy).

. Prepare PTO-140 as indicated in Exhibit 1.
AAO's, Patent Advisers, OTT
. Review charges on the monthly PTO-142 received from PTO.

. Replenish deposit account balance to original amount by submitting a letter to
RS#4-NFC requesting that a Treasury check be issued to PTO for the total
amount of charges shown on the PTO-142. The letter must cite the
applicable AC(s) and the amounts chargeable to each AC.

. Provide RS#4-NFC with two copies of the PTO-142 attached to the letter
described in above. A copy will serve as a remittance advice and accompany
the Treasury check issued to the PTO for account replenishment. Provide a
copy of the letter described in above to the appropriate accounting office.

Head, RS#4-NFC 4



. Process requests to establish or disestablish deposit accounts.

. Process payments to replenish the deposit accounts as well as actions to
modify the account balance.

. Make year-end adjustments to close out advances in the expiring
appropriation and transfer them to the new annual appropriation.

8. PROCEDURE - PAYMENT BY COUPONS
AAQ's, Patent Advisors, OTT

. If coupon books are on hand, proper records of inventory and use must be
maintained.

. Redeem current inventory immediately by submitting to:

U.S. Department of Commerce
Patent and Trademark Office
P.O. Box 9

Washington, DC 20231

. When current coupon supply is exhausted, use deposit account or payment
by check procedures to pay for PTO office fees.

JANE L. GILES
Deputy Administrator
Administrative Management

Exhibits
1 Sample PTO-140 and Instructions
2 Information and Rules Regarding Deposit Accounts






Exhibit 1 - Deposit Account Order Form
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INSTRUCTIONS FOR PREPARING DEPOSIT ACCOUNT
ORDER FORM, PTO FORM 140

Date: Fill in the date of the order.

Account Number: Insert applicable deposit account number. This number is
assigned by PTO and identifies the AAO or Patent
Advisors, OTT. The number always remains the same.

Order Number: Leave blank or insert code depending upon local policy.

Name and Address Insert the address of AAO or Patent Advisors,
of Depositor: OTT as applicable. This address identifies the depositor
and always remains the same.

Description of Self Explanatory.
Articles or

Services to be

Furnished:

Mailing Address: Insert the address to which the items or services should be
mailed, if other than depositor address in 4 above.



EXHIBIT 2 Information and Rules Regarding Deposit Accounts
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